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ABSTRACT - * ' 

This fourth in a series of eleven ^Learning nodules- 
prjjqran planning, development, and Evaluation is designed tc give 
secondary and postsecondary vocational ''teachers information and 
skills needed; to ensure a properly organized occupational advisdry 
coaaiittee* The terminal objective for the ax^dule is to organize an 
occupational advisory cpmmittee in an actual school situation. 
Introductory Actions relate the coapetenci^s Meal t with here to 
others *i«n the program and list both the enabling obiectiyes for the 
three learning experiences and t-he' resources required^. Materials in 
the learning experiences include' required- rfeading (covering the 
rationale* and benefits, types, functicn?, aAd stateaents of purpose 
and organize tip nal procedures of an advisory coiB.ittee, and news 
releases), selfrchetk qujLzzes,. ood^l answers, case studies to 
critique, model critiques, and the teacher performance assessment 
form for use in evaluation of the terminal objective. (Th'e modules 
program planning, .development, and, evaluaticn are .part of a larger^ 
series of 100 fieid-'tested performance-based teacher' education (PBT|)) 
self-contained learning packages for us 
training ojtjteach^rs in all occupationa 
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FOREWORD 




This module Is one of a series of ijQO^fJerfom^ance-based' 
teacher educatiof>'(PBT£) learning packages focusing upon 
specific professional cpmpetencies of vocational tdacher-Q The 
competencies upon wbich these' rtiodules are based were iden- 
-Rifled and verified through research as being'nmportant to sue- ' 
cessfuUvocationaT teaching at both the secondary and post- 
secondary levels of instruction The modules are suitable^for 
the preparation o^ teachers in all occupational areas * 

EHch module provides learning experiences that mtegrate 
theory and .application, each culminates with Critefion refer- 
enced assessment of the teacher's jwrtotoance 6f the spec- 
ified competencyjhe materials are designed for use by indi- 
vidual t)raR5trpsor>»achers in training working ynder the 
directio^wid w^thUie a^sis^ance of Teacher educato/s acting as 
resource personsR^squrce persons should be skilled in the 
teacher competence b€un{| developed and should be thor- ' 
ougtil^ oriented jfKPBTt concepts and proce'dures in using 
these mater^l^ \ 

The design^ thermaterials^^des considerable flexibility for 
planning ^nd conducting performance-based preservice and 
inservice teacher preparation programs to meet a wide variety 
of individual needs artd interests The materials areintfended for 
use by universities and colleges^ state departntents of educa- ^ 
tion. post-secondaty lostitutfo/t^. local educattQW agencies, and. 
others responsible for the pf^)fes^ional develbpment^of voca- 
tional teachers. Furthei' informatipn about the use df the mod- 
ules m teacher education programs is contained in three re- 
lated documents^. Student Guide lb Using Performance-Based 
Teacher E*ducaMon Matertols, f^esource Person Guide to 
Using Performance-Ba^ Teacher Education Material* and 
^ Guide to Implementation ofi-^erformance-Based Teacher 
Edudbtion. ■ /' 

The PBTE curricuJun^ packages 3re products of a sustained 
research and deyelopnient^0ffort by The Center's Program for ^ 
Professional Develt)pment4or Vocational Education. Many in- 
dividuals, institutions, and ^agencies participated with The Cen- 
ter and have made' contnbiit ions to ths systematic develop- 
ment testing, revision, and reTw^ment of these very significant 
training materials Over 40 teacheredtjcators provided input in 
development of i^iitial versions of the rmidules, over 2.000 
teachers and 300 resource persons in 20 universities, college^ 
and post-secondary institutions used the materials and pr<? 
vided feedback to The Center fo'r revision and refinement 

Special recognition (or major individual roles inlhe direction, 
development, coordination of testing, revision, and* refinement 
of these materials is 'extended to the followinq program staff 
James B Hamilton. Program birfector. Robefi E Norton, As- 



sociate'Program Director, Glen E, Fardig, Specialist, Lois Har- 
rington, Program Assistant, and Karen Quinn, Pcogram Assis- 
tant. Recoanition is also extended to Kristy Ross, Technipal 
Assistant, Joan Jones, Technicaf Assistant; and Jean Wisen- 
baugh. Artist for their contributions }o the final reftnefnent of 
ttje materials. Contributions made by^ former program staff to- 
%vard "developmental Versions of these materials aijELalso ac- 
knowledged, Calvin J. Cotrell directed the ytJcWlonal teacher 
co;npeT§ncy research studies upon- which these modules are 
based and also directed the curriculum development effort 
from 1971-1972 Curtis 1=1. Finch provided leadership for the 
. p7t>gram from 1972-1974. ' - 

AppreCiapOTi is also extended to al) those outside The Ceff!^ 
(consultants, field, site c4ordmatofs. teacher educators.\ , 
, teachers, and othe.rs) who contribute so generously in various \ 
phases of the total effort. Edrly versiqns oT the 'materials wefe ^ 
developed by The Center inxooperation wjth the vocational 
teacher education .faculties at Oreigoh State University and at 
the University of Missouri-Columbia Preliminary testing of the 
mateWals was conducted at Oregon State University, Temple 
University, and Unive/sity of Missoari-Columbi?. 

Follovyiog preliminary testing,^a]or revision of al) ma^enals 
was performed by Center Staff with the assistance of numerous 
, consultants and visitiog scholars ^rom throughout the country. 

Advanced testing of the materials was car/ied out with assis- 
tance of the vocatiorfal t'eactier educator.^ aQd students of Cen- 
tral Washington State Cbllege, Colorado State University, Ferns 
= State CoUege, Michigan, Florida State Oniversity, Holland Col- 
lege, FfE L Canada, Oklahoma State University, Rutgers Uni- 
versity, State University College at Buffalo, Temple University; 
University of Arizona; University of Michigan-Flint; University of 
Minnesota-Twin Citids; University ot Nebraska-Uncoln; Univer- 
sity cJNorth'&fn Colorado, University of Pittsburgh, University 
of Tennessee, Urvversityof Vermont, and Utah State University 

The CeVitQr IS gratefuho'the/gational Institute of Education for 
, sponsorsKijrof this PBYE currfculum development effort from 
1972 throtmh its completion. Appreciation is» extended to the 
Bureau oi Occupational and Adult Education of the U S Office 
of Educ£ifror> for their sponsorship of Jraining and advanced 
testingxif the material^ at 10 sites ander provisions otEPDA 
Part F, Section 553 Recognition of funding support"of the 
advanced testing effort is also extended to Ferns State College, 
Holland College, Temple Untvej-sity, and the University of 
tKlichigan-Ftint 

Robert E. Taylor 
Executive JDirector,^ 
The Center* l[or*Vocational Education 
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Tt^e Center for Vocational ^ucation's mission 
increase the aWlity of diverse agencies, mstitutionsiand 
organizations to solve educational problems relatiflg to 
individual career planning, preparation, and progression 
The Center fulfills- Its mission by ^ 

• Generating knowledge through research ^ 

• Developing educational programs and products 

• Evaluating individual program rteeds and outcomes 

• Installing educational program^nd products 

• Operating information systems Bh6 services 

• Coni^ucting leadership dQveloprrlent and training 
programs 
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Matdrials (AAVIM) is an interstate organization of univer- 
sities, colleges and divisions of vocational education de- 
voted to the improvement of teaching through better in- 
formation and teaching aids ^ 
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INTRODUCTION 



between educatorsTj^nd^ concerned parents, erp- 
ployers, and worked. Th^ students, the teacher,^ 
the school, and the commQnity all stand to benefit' 
from thg activities of properly organized and^oper- 
^ated advisory committees. TheMmportanpe and 
value of an ad^visory committee is perhaps best 
reflected in statements'Such asi "I don't know how 
I ever, got along without one," and, "I didn't know 
they could be so helpful," that are often made by 
teachers after their first experience with' such a 
committee. ' 
/ 



r Durirtg the early days q^^ducation in theJJnited 
States, Ipcal school systems were small. Nearly all 
members of a community were involved in the 
operation of, their schools, and education was the 
concern of everyone. 

p 

, Today,^ modern schborsystems provide vastly 

increased and extended educational offerings 
' when compared to the past. Educational systems 
^have increased offerings to serve the needs of a 
*wide ydfiety of different groups. Education is still 

thecobcernof everyone, but only a limited number ^ 

of DeoDleaVe nowableto becorrfe directly involve"!^-^ This module focuses upon the type of advisory 



with the'oppration of their schools. Qommunica- 
tion gaps often ^develop between p$irents, em- 
,pioyers, employees, ^and the educators. ^ 

An advisory committee provides the vocational 
teacher wittt^one of 'the best mearis available for 
preventing "the develoRrpent of information gaps 
and, where ^aps have already developed, an excel- 
lent meti}od reducing and/orelimirrating them. 
This Is tru§ whether the teacher is working at the 
'secondary or ppst-secohdary level. 

/ An ativis'ory committee involves citizens in the 
operation of their school, an involvement which 
cai^ result in meaningftil two-way communication 



commkt§e most closely associated with the voca- 
tional teacher and the problems and concerns at- 
the (Classroom level; These advisory grou'ps are 
^usually referred to as occupational, craft, or trade 
'c(>TOniittees or councils. The term occupational 
advisory 8ommittee is used in this module. 

As a vocational teacher, you may needjo assess 
the procedures followed in organizing an existing 
committee, and therrto reorganize the committee, 
Jf necessary. Or, you may need to form a committed 
where none presently exists. In either ca3e, -this 
module is desfgned to give you the information 
and skills you will need to ensure a properly or-, 
ganized occupiational advisory committee 
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ABOJJT THIS MODULE 



Objectives^ 

iff nMnidJOfa^^ working in an actual school 

;s{fu^ti^^ an occupational advisory committee. 

Xou^i^ be assessed by yourVesoufce 

ysihg th e vTeacher Perfonnance Assessment 
c fiPiai-^^Cleam/ng Experhnce ///), "~ 
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Enabling Objectives: . ' 

After completing the required readiQg, demonstrate 
knowledge of the procedures for organlifipg an oc- 
cupationaladvisory commrttee (Learn/ng Expenem^e 

Given several case studies involvmg typical voca- 
tional program settings, assess each situation and 
Indicate the steps whjch should be taken in organiz- 
^ing or reorganizing an occupational advisory com- 
mittee (Learning Experience. II) 

Resources 

A list of the outside resources which suppleq^ent those 
contained within "the module folfQws. Check with your 
resource person (1) to determine the availability and t+ie 
Jocation of these resources, (2) to locate additional ref- 
erences in your occupational specialty, and (3) to get 
assistance in setting up activities with peers or observa- 
tions of sV.\\\e(^ teachers, if necesss^ry. Your resource 
person may also be contacted if you have any difficulty 
With directions, or in assessing your progress at any 
time. 



Learning Experience I 

Optional 

Reference: Burt, Samuel M. Industry and Voca- 
iional'Technical Education. New York, fvjY: 
McGraw-Hill Book Company, 1967. (out of print) 
Reference: American Vocational Association. The 
Advisory Committee and Vocational Education. 
Washington, DC: AVA, f969. ' * 

Reference Riendeau, Albert J. Advisory Corrmit- 
' tees for Occupational Education: A Guide to Or- 
ganization and Operation. New York, NY. McGraw- 
Hill Book Company, 1977. 

A vocational teacher, administrator, and lor advisory 
committee member 'knowledgeable, about proce- 
dures followed in organizing an occupational advi- 
sory committee with whom you can consult * 

Learning Experience 11 ' 

Required* 

Reers to work with you in cfiscussihg and assessing 
case ^tudies (required only if you select this alter- 
nate activity) > 

Learning Experience III 

Required 

^ An actiial school situation in which you can or- 
ganize an occupational advisory committee 
A resource persori to revfew y^r plans for, and to 
assess your competency m, organizing 'an occupa- 
tional advisory committee .A 



This module covers performance element numbers 20-24 from Calvin J 
Cotrell et ai » M^dei Cumcuia for Vocational and Technical Teacher 
Education Report No V (Cofumbus, OH The Center for Vocational 
Education. The Ohio State Umversjty. 1972) The 384 elements in this 
document form the research base for all Jhe Center'^ PBTE module 
development ► 

^ • / 5 

For information about the general organization of each module, general 
procedures for their use. and'^erminplogy which is common tc?all 100 
modules, see About Using The Center's PBT^ Modules pn the mside 
back cover. ' • . . 
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Learning Experience I 



OVERVIEW 




After'^completing the* required reading, elecnonsti^tf knowledge* of the - 
• procedures for organizing an occupational advisory co.mAiittee. 



ActMty , 




Vou will be reading the information sheet, Organizing an Occupationa? 
Advisory Committee. pp.'6*^1B; / / ; 7"- • 



'You may wish to read the supplement^ references, Burt; Incfu^in/ and 
rYntmnai ^ * ^ Vbcaf/orta/-rec/)/7/ca/ Education, pp. 35-51 ; The Advisory Cpmmittee and 

VAbS ' Vocational Education, pp! 5-46; and/pr Riende^u, Adiisbry Committees . 
4 M for Occupational Education: A Guide to Organization and Operation. 



7,, 
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You may wish- to interview a vocational teacher, administrator, and/ofr 
pptiooal ^ advisory committee member to dfetermme probedures followed in organiz- 
V ing an occupational advisory committee. • * . // 



||L>ctivity .JP 



• 1 



V 




\ 



>■ 



' You will be (demonstrating HnowljBdge of the procedures for organizing an 
advisory committed by completing the Self-Check,^pp. 19-20" 



^ou will be Evaluating 'your pompetency by comparing your completed 
Self-Check with the Model Answers, pp. 21-22. . ' ^ 
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Activity . pqj, information on the'various Jypes of advisory cofhmittees, and on the 
g rationalefor, Benefits ahd functions of, and steps in qrganizing, an occupa - 
tionai advisory committee/ read the tollowing infcrrrhation sheet: 



ORGANmNG AN OCCUPATIONAL ADVISORY 
COMMITTEE ' ^ ' . ^ 



Rationale and Benefits 



An occupational advisory commie provides 
the public with an addeckassurance that commu- 
nity interests are being proifixJted. The comrpittee 
♦ serves as an organized base for two-way com- 
munication betw^een the teacher and represeh- 
tativesfrorn the community, mis continuing forum 
allows the teacher and advisory committee mem- 
^be^^ to discuss their mutual interes^ and con- 
. cerns regarding the instructional program. 

The commt^nity will be better abl^ to ensure 
that the. students in their secondary and post- 
secondary schools will be equal to the cfiallenges 
and opportunities facing tomorrow's adults. A 
school board or board of trustees, with its limited 

( personnel, doas not have the timel^o cc^duct con- 
tinuous and in-depth studies of air aspects of the 

' school system or institution, . * 

An occupational advisory committee can assist 
the board by'ppovlding information regarding the ' 
specific instructional program. The committee can' 
help ^nsure that the limited'cdnrrmunityarxdschoof 
'•'resources will be used in the^oat effective and 
efficient manner possible,'lt cahhelp ensure that 
culrent industrial practices an(J procedures are 
being taught rather Jhan outdated orfes. 

Major* efforts of a properly organized and oper- 
ated occupational advisory committee 'generally 
are and shQuld be focused upon benefiting Jhe 
= studenfs. It should be evident, however, that the , 
teacher, s^haol, community; businesses, indus- 
tries, Agencies, and the advisory committee mem- 
bers themselves wi^ll also receive benefits from 
. strengthening the instructional program. 




^ The students^will behefitfrom having adequat^ 
educational options available to . them. Thfeir 
courses of ' v * - 

study will be 

^ ropxe reie- 

' vaht and en-' 
riched due to 
inputs from 
the occcjpa- 
tionar advi- 
sory commit- 
tee. Services 
to students 
can be ex- 
panded as 
the commit- 
-tee assists 
with the 

community-baleed phase of the instructional pro- 
gram. And, student^ can rec^ve recognition from 
"the advisojy^comjpittee for outstanding learning 
performance. * * 

The teacher vyill benefit from .advice regferding^ 
new technology and'its^impact on the occupation* ' 
in*the field. Committee members often are able to 
provide assistance in obtaining new equipment 
and instructional supplies. They caff%lso serve as 
resource persons (subject matter experts)! assist 
with field trips, help keep the public informed, and 
assist-the teacher in numerous other ways. 

Bertelits to the scbool and community result 
from the two-way communication between #duca- ' 
tors and citizens. The^cqmrriitfee serves as an im- 
portant*forum for'discu^sihg schoof-^community * 
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concerns. BebSiuse of committee activities, the 
community Is more likely ^to recognize that the 
schooljs attempting ti^ fulfill tbe educational 



• needs^of the communily. 

Businesses, industries, and agencies in th> 

comii\unity are potential employers of the gradu- 
^'ates of the ihstruct\onal program. These groups 
benefit by being- involved in4he development of 
relevant curricula. Through their participation, 
' they can ensure that course standards aVe realistic ^ 
- and fn line with current industrial practice. 

Types of Committees/Councils 



The benefits to the* advisory qommittee mefm- 

bers should not be overlooked. The leadership 
abilities of individual members may'bekleveloped 
-t hrough co mm i tt ee ^rtic ipati o n. Mefribars-|iro- 



vide.a service to the yoath and a^Jults of the com- 
fnunity through involvement in the. operation* of 
their schools. And,, members can and should re- 
ceive recognition from their fellow citizens for ser- 
vice provided to the community. > * ^ 



Occupational advisory committees are only-one 
of several types of advisory committees/counclls 
thal^may be fcJuTTEtat the local school level. In 
addition, under the new legislation (Education 
Amendments of 1976), vocational education advi- 
' sory council$ are rpquired at the local: state, and 
national levels. ^ t ^ 




Local Level 

Ope "or more of th^ following types of advisory 
'committees/councils will usually be operating at 
the local levef. 

Occupational (craft, trade) committees.— 
Th^se oommittees a(^visQ the teacher at the class- 
room level on instructional matters for a specific 
occupation, craft, or trade (e.'gr, agricultural me- 
chanics, chNd care, or ejectronics). ; J 

School districts may elect to festabli^the occu- 
pational advisory committee as a wqrking^sub- 
committee of a larger departmental (or prograiTi) 
advisory committee. If so,, the occupational advi- 
sory subcommittee functions at the discretion of 
the larger committee, under the rules and proce- 
dures of the larger committee. (It is recommended 
thfit any departmental committee be organized fol- 



lowing the general suggestions outlhed in this 
module.) - ' ' / 

Departmental (program) commlttejps,— TilesQ 
committees advise the department /hairperson 
regarding the coordination of ,theoccupational of- 
ferings in a large department. They may serve 
more than one school ih tHe system. In small 
school districts, they may s^rve th^ same ftmctions 
as an occupational committee (e.g., ^agriculture, 
health, or distributive education). 

Vocational education councils,— Required by 
the n^w federal legislation; these councils are 
formed to advise the vocatiopal^ director, the 
school principal, and/or superintendent on mat-^^ 
ters pertaining to the total vocational education | 
program of th^sch^ol system. ) 

Ad hoc committees.— These. c^ommittees are 
organized to accomplish a speciffc purpose and 
are dissolved when the objective hal been ac- • 
complisTied. Ad hoc committees may be spon- 
.^red by a school system, or they may be or-^ 
ganized by citizens and ha(^e no official relation- 
ship with the school system. ^ 

State ^vel . / 

Vocational education advisory councils also op- 
erate at the state and national levels. Two councits 
(one at each level) are mandated by federal legisla- 
tion, whije other councils may be organized at the 
discretion of the states and/or professional educa- 
tion organizations. One or more of the following 
committees/councils will be found at the state 
level; 

Program committees.— These committfees usu- 
ally represent a related cluster of occupations 
They advise the state department of education 
supervisory staff regarding the program on a 
statewide basis. ^ 

State vocational education ad>hsbry coun- 
cils.— Federal vocational education legislation 



mandates that each state have one of these coun- 
cils. Membership is specified. by law to .represent 
various sectors of society, and membe?& are ap- 



puintwj by the governor ot the state.. rhis council 
advises the state board of vocational education 
and the state director of vocational education on 
policy matters concerning statewide programs. 

National Level 

Committees^that may be found op^ra^ing at fhe 
national level mclude — / 

Progitaoi committees.— These committees are 
usually organized^ by a prpfdssional vocational 
education organization sucnas the American Vo- 



Fu notions 



cational Association, They are concerned with the 
maintenance and extitision of programs on a na- 
tion al basis, and-advispjhe profession throughthe 
professional organization. ' ' 

National advisory council for vocational edu- 

cation.—This council is rnandated by federal vo- 
cational education.legislation, ^d is linked to the 
state advisory councils for vocational education. 
Membership is specified by law to represent spe- 
cific segments of society, and membei^ are ap- 
pointed by the President of the United States. Tire 
national council advises the President, jDongressy^ 
Ind the U,S, Office of Education regarSing voca- 
tional education on a nationwid^l^b^is/ 



To enable an 'oci^ational advisorjf committee 
to fuhc.tion properl;^ the relationship of the com- 
mittee fo the board pf education or the board of 
trustees' must be clearlyjlefinfid.^.py* board- of 
educatiop or board of trustee^^^ay identify a 
group of citizen^ from w(iicl>fmll solicit mforma- 
tion and assistance. When this'group of citizen*s is* 
identified as an Qccupationa! advisory committee, 
and is authorized and appointed jDy the board, -it 
becomes ^ legal committee. 

However, Hie committee's role is purely^ ad- 
visory— not administrative or pohcy making. The 
committee's function is-to 'advise and assist the 
^oard of education 0/ board of trustees on matters 
pertaining to the instructional program, not to di- 
rect the program.Mt must always be remembered 




that the board is the only legaf and lawful agent 
responsible for policy decisions and administfa- 
tion of the school system or post-secisndary in- 
stitution. 

The occupational advisory committee is usually, 
a continuing committee, organized m sufch a man- 
ner that it will continue to operate when there is a 



change of teachers. Thus, th'e'comrpittee is truly a 
committee of the school system^or miStitution and 
community rattier than a "teacher's" committee. 

Numerous studies of advisory committees have 
been conducted. As a result, it has been possible 
to identify tJt^e functions and activitie.s of effective 
occupational^dvisory committee?. The fdllowfng 
are examples of the functions and activities most- 
often reported by effective occupational advisory 
committees. 

Verify the need forlnstructlon In the occupation 
^ (trade, craft) by— 

• conducting community sun/eys • ^ 

• making labor market studies', 'v i 

• identifyln'g current and emerging care.er op- 
portunities in the occupation - ♦ 

• assessing the emploi^nent status of grackj-^ 
^ ates of t|ie occupational program ^ ^ 

Venfy the cpntent of the course(s) of study by — • 

• ^reviewing the]<nowledg^, skill?, and attitudes 
"being taught in terms of th^ needs of potential 
employers ^ • ' V 

• , examining the length of the'course. the se- 

quence in which the content is presented, and 
the time distnbution wrthm the course 

• advising about* the types of "live«work" or 
_ production jobs that have sufficient educa- 
tional-value < 

• recommending acceptable, standards of 
. workmanship * ^ ' 

f^rovlde the teacher with technical assistance 
by—. ^ 

• interpreting new developments in the occu-"^ 
pat ion - • \ * 

• providing opportunities to upgrade the , 
teacher's technical skills and knowledge^ 
through summer employment 

^ serving as, or arranging for, a guest instruc- 
. - tor(s) 



•'arranging for inservice teacher' training. 
' clinics and/or workshops , ^ 

* Pr o vide 8ervid< to th e t e ach e nand st u dents by— 

*• securing funding frOm outside t'he school sys- 
tem or institution to assist th^ teacher In'at-, 
tending professional and industrial meetings 
on the regional and/or national levels 

• obtaining subscriptions, to mdustnal maga- 
. zines, and membership in jndustrial organiza- 
tions • ' >^ " 

• Reviewing prograrp budget reqo^^s* «' 

• arranging meetings between the teacher and 
representatives^ of business and industry to 

* develop cooperative relationships 

* • fissistlng with the placement of students for 
work experi^ces - 
helping students pbtain part-time employ- 
ment during the schbol year^ and/or summer 
employment # ^ 

• helping students obtain ^mpfoyment upon 
. graduation 

• providing pnzes and awards for outstanding 
students 

• .obtaining instructional supplies and equip- 
ment. 

• 'identifying current standards for new equip- 

ment 

• securing charts, models, and other exhibits- 

• arranging for in-plant visits and' other field 
trips , • . 

Steps in Organiziifg 



Provide service to the school gnd community 

by-r - * ' 

assistin g with long-range planning 



' • establishing and/or m^aintaming arcurrent li- 
brary of visual aids, magazines, and books 
>• concerning the occupation 

• serving as speakers at civic dubs, open 
houses, and career days to tell the story of 
school-industry cooperation 

•. providing news releases to industrial maga- 
zines or newsletters 

• providing news releases for the'public media 

• attending meetings to support vocational 
education 

• participating in radio ^nd televrsion shows 

• encaor^ging secondary students and their 
parents to consider the occupational educa- 
^tion program 'by visiting "feeder" schools 

• assisting with the screening of students ap- 
plying for admission into the occupational 
prog^ram [ 

• providing guidance literature to the teacher, 
counselors, and students 

• assisting with the development of adult eve- , 
ning courses, apprent^beship programs, and 
on-the-job related instruction . 

• advising on programs to meet the n^eds of 

« special students, both secondary students ' 
and adults 

• evaluating the instruQtional (program 



Cffective occupational advisory connnnittees are 
[Result ofcarefully planned and innplennented or- 
" ganizationafprocedures. A serie^ of basic steps for' 
organizing an advisory committee has been iden- 
tified through research. By following these steps, 
the teacher is most likely to ensu re that an effective 
'occupationar advisory committee will be estab- 
lished. Although modifications of these steps may 




be necessary in a giveri community.^the basic pro- 
. cedures are as follows. 

Assess the Present Situation 

A teacher must identify the chain of command in 
the school System or institution Dqn't make the 
mistake of bypassing a person in the administra- 
tive hierarchy. Also, the procedures to follow when 
submitting ^ request to the bqatd of education 
need tyibe determined and adhered tb. < 

Talk '-with school administrators, teachers, ^nd 
members of the cpmmunity to discpver the history' 
and statds erf advisory committees in the school 
system or institution. Fi/st, determine the attitudes 
of administrators and board members toward ad-, 
visory committees. If it appears that a favorable 
attitude exists, there shc^uld be little difficulty in 
• organizing an occupational advisory committee. 

. If a negative attitude is identified,* move for^A/ard 
slowly. Do-not immediately ask per/nission to or- 
ganize an advisory committee; the answer may be 
K a firm "no." ^^may be appropriate to start with an 
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ihformal consulting committee-:-'a group of ctti- 
^'zens who meet with the teacher to assess the in- 
*structional program and provide assistance^ in 



/At this "point, the ^eacher and administrators 
must decitif whether it would be best to involve a 
small group of citizen s and schf^nl'nffintalfi Th<a 



keeping if up to date. 

# * 

If an occu^atipna) advisory^comraiittee already 
exists, find, out hpW it was prganizOT and what it^ 
has accomplished. By so ctoipg-, you may identify^ 
deftciencies in the pVocedures followed when the 
"committee was originally organized. These de- 
flciencies.rpay need to be corrected to strengthen 
the committee. 



purpose of involving this type of group should be 
tb d iscuss the yvays in which an occupational advi- 
* sory committee might help imprpve the vocational 
program and relationships between the school 
and community. A strategy to betconsid^ed 
in forming ah' occupational advistory committee 
should be discussed. Hopefully, the meeting will 
result in the forpiation of a small'group of people 
who'will be gfven thelask^of developing a state- 
ment of purposes and a statement describing the 
procedures to be used 'in organizing the advisory 
committee. 



If it appears that no occupational Advisory com- 
* ' mittee exists, check withxmembers of the commu- 
nity, teachers, and school officials. Determine if a 
^ Committee has ever been^in existence.'Sometim^es 
' advjaory' committees that were not organized 
properly just fade away. If it is determined thatan. 

inactive advisory com mittee 'does exist, steps mayV^ The board of education or board ^trustees is 

-the administrative ugi^which^should authorize the 
organization of an advisory committee*. Before 
they take an action such as this, the member^ //ill 



Obtain Pe,rmigsion to Organize' 



be taken to revive the committee, or it may be 
dissolved and a new committee organized. 

Deterrpine what other educational advisory 
committees .eixist in-the school, community, and 
state. These, committees may be able to provide 
assistance with the organization of the new' com- 
mittee, or the reorganization of a dormant commit- 
tee. ' A ' 

Prepare to Organize the Committee 

, Besureto^lnforiTt theadmlnistratoi'(e.g,, princi- 
pal, director of occupational education, depart- 
ment chairpersorjj that consideration is being 
given Jo the pos^ility of .organizing an occupa- 
tional advisory committee. Don't let thj^ ad-minis- 
trator be the last person to know what is happen-, 
irrg; it could be very embarrassing and d^etrimental 
to your efforts. ' ^ - 

^ Therf, prepare a written statement of the ratio- . 
nale for having the oc^cup^ional advisory commit- '* 
tee in the school system or institution, and written 
statements, desc»bing the purposes ^f the pro- 
posed ox:cupational advisory committee and the , 
pibcedures to be followed in organ izing'the com- 
, mittee. The Statement of purposes may b§^written 
in the form/of a charter, and can bfe designed to 
serve as a^proposeb resolution whereby the board 
of education or boa|fl of trustees will authorize the 
eStablishmemt of fhe, occupational advisory com- 
mittee. ' ^ ^ 



want to know why an occupational arfvisbry corp- 
Mnittee should be established,- the framework in 
which the committee will operate, and liow the 
committee;i/vill be organized. The statement of the 
rationale for having an advisory committee ancj tbe 
•stalementof procedures for organizing the com- 
mittee should have been prepared in order to an- 
swer these'questions. ' ' , » 

The tfe&cher should submit a wntten request to- 
the board asking for authorization to organize thfe 
occupational advisory, committee. The request 
Should, be submitted through official administra- 
tive channels and be accompanied by the state- ' 
ments of rationale, purposes, and organizational 
firocedures. The teacher should indicate .a willing- 
ness tb appear before them to explain the request, 
if invited. , * , ' , ' > 

Usually, upon the recbmmendation of the ad- 
ministration, the board of education dr board of 
trust^s will approve a resolution whfch estab- 
lishes the occupational advisory committee anfd 
the procedures for organizing the comrhitte^Of- 
t^n, the. resolution takes its form from the state- 
ment of purposes and becomes the charter und^ 
which the occupational advisory cpmmi^ee will 
operate. . . * 
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statement of Purposes (Charter) 



/ 



' -The statement of purposes, or charter, estab- 
lishes the legal framework within which an occu- 
pational advisory caijimittee is authorized to work 
This^eneral ^ 
statement 

^should be 

• relatively * 
short. The 
details can 

. be clarified 
in a state- 
iVient of or- . 
g^nizationa! 
procedures. 

A well- 
prepared 
'Statement of 
purposes 
presented in 

a professional manner will often 
positive influence on trte 




have a strong 
attitude of the school 
administrator and*'the members of the board of 
education or'board of trustees A favorable attitude 



resolution The statement should address' itself to 
t^e anticipated concerns of the bpard If should 
know what acXiQXi it is being askedio take, and how 
'this actioii.may affect the board and the school 
district or institution; 

,^The action being requested is to h^ave the boacd 
officially authorize the establishmeotof a continu- 
ing occupatipnal advisory cofrimittee. Ttae board 
will want to know the proposed name of the advi- 
sory committee. 

^ "^e bpard of education or boarc^of trustees will 

^ want assuranci^ that the advisory committee wilT 

nottrespass upon its domain. The board will need 

to haye an idea of y/haj tHe advisory commitlee 

rn^y do, and how ttiese functions piay aid the 

,*H5oard, the school, and the community. ' ^ 

> 

Once convinced of the merits of having an oc- 
cupational advisory committee, the bpard will 
usually be willing to pled9^ its support 'However, 
most boards also wish to jeserve'their^ngfit to 
terminate the advi'sary comrn"ittee &t any time ♦ 

The statehnent of purposes shoOld answer, in 
broad terms, the- questions and cbncerns of the 



toward the presentation may enhance the chances 
^ for having the statement of purposes fpproved^ boTrd oTedLcairo^^^^ 
and, thus..for obtaining permission tp establish an adequate statement of purpose will be approx- 
^occupational advisory committee • ^ . 

A board of education or board of trustees will 



often appreciate having the statement of purposes 
written in such a manner.that it couW be Used'a^ a 



jmately one page in length. An exa^mple of astate-^ 
ment of purposes (charter) for an ocQupattonal' 
advisory committee in a secondary school system 
IS shown m Sample V . • 
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SAMPLE 1 

ilpFEMENT OF PURPOSES (CHARTER) ^ 



The: Bpard of Education of 



f^^^atl^ISi^^^ 19 authorizes the establishment pf a continuing cofnmlttee 

J^?^^^^ as "The — * _ Occupational Advisory Committee." The committee Is to be 

.j^Piganlzed and operated under prooed^jres approved by this Board, * / 

^7^"T|ie;Boar'd of Education resen/te the right to dissolve the \* occ^ptlbnal advisory 

^-.cpmi^)ttet at any time and w , . 

\r;fJh^-^^^\ ' * * • ■ • * ^ \ 

k~^^'W T^' ' ' ' occupational advisory committee is not to bje regarded as a subs'tltute for 

t^XQttjer form of citizen pattlcipatlon-ln school affairs. It is intended fo stimulate and supplement 
V:^i6th;e^ types of citizen participation. ' - 

"^e purpose of the J : _ occupational ad viso ry com mittee is to serve as an extansiop of 

;th0 Board of Education by providing advice and assistance to the Board and L teacher. 

The — occupational advisory committee Is expected to contribute to the im- 
provement of : educatibh provijded by the school system byWch functions as- 

„ ^ • verifying the need for instruction in the o^cupalton 



verifying the content of the course of study v 

• proyidlng'the.teacher With technical assistahc^A^- 

• providing seWlce Xt the teacher and students 



, ^ • prOvlding^i^n/jce to the school and community ^ y» .* - ^ 

-^!^?5^.!bPrizin0.th^ of the occupational advisory committer, The Board • 

vi'bfrEaucattert pj^ complete cdoperation in the cornmittee's work. The . occupa- 
tional advisory committee will be expected to operate within thi8 guidelines set forth. 

*'t ' " ' » \' ^. \ • 

^statement of Organizational. Procedures / 

^ f ^ ^ • 

' Each step in the suggested proceduresw-or- advisory committee members change, this state- 

ganizing a'h occupational advisory committee is ment will ensure continuity^inthe-operation of the 

designed to prevent misunderstanding between advisory committee. " ' « 

the parties involved (e.g., school board members -ru » » » i • . . 

and school'administrators, the teacher and school /he statement of organizational procedure^ 



art( 



^-ministrators, the advisory committee members f^^'^^* anticipated concerr>s.of the 
artd the teacher). The board and the school ad- °^ education or board of trustees and the 
ministrator& will usually want to know what proce- administrators. Most likely, the first con- 
duces will b? followed in organizii?g the advisory .^®''!? ^P°" thefjuestiort of membership 
cotnmittee, and under what rules the advisory. °" proposed advisory committee. The state- 
committeewilloperate.Thestatementof organiza- ^^^'^ ^'^^'"'y ^^''"^ """'es under which 
tional procedures can be .thought of as a part of a friembers will be selected, the types of individuals 
"constitution," or set of rules, governing the or- who^will be nomirfSfed for memtjership, and the 
ganization and operation of the advisory commit- ProcedMreforappointingand replacing members. 
• » ^ " In addition, questions may arise in regard to 
Ttie clearly written staten<»i^escribing the ''"^"cing the corpmittee, the way in which the 
rules under which the advisory committee shall be ?o"iniittee will-9perate, the rble of the committee 
organized will serve as a base of reference for making public announcements, the responsibiU 
yearsto come. The occupational advisory commit- advisoiy committee in making reports to 
tee should be a continuing committle, functioning ' ^'i^ process whereby the statement 
as long ag the instructional program remains in °' qrganizatioRal procedures may be changed, 
operation. As schqol personnel change, and as .. . • 



Each of these concerns needs to be addres§ed. , of a statement of organizational procedures for an 
Sampje 2'is an example of the format and content ' advisory committee in asecondary school system 



SAMPLE 2 , • 

STATEMENT OFi ORGANIZATIONAL PROCEDURES 

-5 : ; ^ : 

A. Membership * » 

1. The occupational adVisory committee shall consist of i* members. Members of 

the advisory conimittee Shall beselectetffrom the adult population normally served by the 

education program, and ex officio members will Include a teacher in the , education 

program, .a representative of the school administration, affd a student. , * 

2. The rnem^ers of Vie com'^ittee will b6 recon1mendedS€f,the board of education-by a selection, 
committee. The board retains the right to disapprove indivic^ual nominations by the selection commit- 
tee, but It will not' appoint an individual who is not recommended by the selection committee. 

B. Selection (Nominating) Committee • , 

1. A selection committee shall be named by the bo^rd of education for the purpose of recommending 
members' of thp- occupational ativi^ory Committee to the board. 

2. The members of the selectign committee will be appointed for a three-year term. The board of 
education shall replace a member of thfe selection committee upon notification of the member's 
resignation from the committee. * ; ' . 

* 3. The selectiori committee shall consist of members who are lay citizens residing in the school 

district, and represent the adult population served by the education program'. Ex officio 

members shallba appointed and will include a teacher in the education program, a represen- 

tative of-the school administration, and a student in the ^ education program. 

4. The potential members recommended by the selectior? committee shall possess the following charac- 
teristics:' 

a. representative of the comwJnity " _ , - 

b. knowledgeable of •the occupation (trade, "Craft) 

*c. "interested Inequality education 

d. willing not to exploit their membership m the advisory committee 

e. possessing pertain personal cTiaracterist'ics essential to the success of the committee such as 
personal integrity, reponsibiliU^, maturity of thought and action, and tolerance of varying point? of 
view . • y^'n \ 

5. The selection Committee will secure a listof nominees by contacting persons in all parts of the school 
distlict and asking for nominations. The-memb'ers of the selection committee shall be eligible for 
nomination. • , , ^ ► ^ 

6. A group of persons shall be nominated, who are representat^of the school' district. Factors \o, be 
considered In the selection of nominees shall inciucfe, but nc^tjbe limited to— 

. ^ a. representation of different age groups 

* b: geographical distribution in the^chool district ^ i ^ 

c. representation of varying levels of educational attainnWnt 

d. representation^of varying civic and community organizations 

e. repreisentation'of persons who have participated in the education program or pres* 

ently have childrenin the program ^ 

. f. representation of minority groups and both sexes ' 
> 7. No person is to be recommended or barred from membership because of affiliation with any organlza^ 
tion qr institution. Neither will a person be recommended or barred from membership solely orj the 
' '* basis of. ^Ihnic originH^ce, religious affiliation, or ?ex. 
8. The sel^ption committee sha(l nominate the number of persons needed plus two alternates, and will 
y bmit its hbminations to the'board of education. If the board of education should choose to reject a 
Jfcmlnee, they may choose a substitute*(s)^from the alternates. 



•The most successful advisory committees generally have from seven to nine members A srrialler committee may result in having so few members 
present atameetingthatthemeeting will be ineffective Ifth^committeeistoolarqe^jlbecomeiunwieldyariditwillbedifficulttoaccompl shany+hmg 

, . 13 ■ , ■■ . 




. ^ < '.^^'tV j^^.^*^^^ members of the occupatldnan|dvlsory committee will s^rve fop at least two 

. - V^y^ars. The terms of the original members will be determined by lot. One-third of the members will derve 
;^ ^ for one additfonal year; one-third wUl serve for two additional years; and one-third will serve for three 

to complete an unexpired term of less than, two years shall continue on the, 
I'^l^^^'^^Pf^ for an; additional full three-year term. \ 

. 5 ! A memtar will serve one temri, and is ineligible for reappointment until one year has^fapsed following 
;^tf H/tlf*^ ®^)'^Von 0^ that term. . - * . ; 



TfD:?F(sca(Year 



^'^^IThe fiscal year of the . 



.^occupational advisory caix^mittee'shall be from September 1 of 



£j{J^0|ich year through Au^usjiSI of the following year. 

^^.itf^Thaboiird of education shall provideforthe proper and effective functioning of the advl^ry comml' 

llmitj of the board's resources. 
y 2r MsfSutyg facilities, secretarial services for duplication of minutes of meetings and other official a6m- 
mupications, mailing expenses, and other4*elated services shall be considefed'essential for the prftper 
^ ; functioning OT the advisory committee. , ' 1^ * 

3. A proposed annual -budget request will be su^tted by the advisory committee to the board of 
\ education fof review and acceptance by the boaJ^> 
■ 4. .Allfinahpial activities Msocfated with the functioniqgdHhea^^^ accordance 
; \ with the policies of the bpard of education and sc^ooh^istrict. 



F. Rules of Operation 

1. The* occup'ationaladyisorycommitteewiJl]ifep€h»aset of operating guidelines 

year of its organization. The guidelines will be subnlltt^d toNjie board of education for 
approval.' - / - , . * * 

2. Problems may be submitted to tfie occup,atipAaLafelyjs9ry^mralttee.by/ 

education, ^nd by any citizen or group^lr^ the community subjected the nmitations ii 



ithin or(e* 
iview ^nd 

e boai6 of 
he original 
he adyisory 



resolution of the board of feducation appVovmgthe fomiation of the aqyisory committee 
committee shall determine which problems it shali study. 

Aiblic Announcements ' * ^ 

,1, Advisory committee membei^ are free to discuss schpol policies with any^zen of the community. 
\ Members shall not' report opinions expressed or standsltaken by other committee members In meet- 
lngs» nor shall they report official actions of the advisory committee or board of edu/^tion until such 
actions are cleared by the board of education. . 

Jc — occupational advisory committee shall obsen/e all aspects of apjiropriate rig|it'to- 



Z The: 



H. 



know laws. 

Loss of Membership 
Any member of the. 



occupational advisory committee who is absent fror 

regularly scheduled meetings without good reason will be considered to have resignd 
committee, and the advisory committee will notl^*the»board of education in wrltinc 

Reports to the Board. Of Education- 
Each member of the board of education shall b%m§iled or otherwise provldeda ( 
each meeting of the ad^sory committee.^ 



ithreecoQsecutive 
I f rom4|ie advisoty 



)py of the minutes of 



J. 



These organizational guidelines may be amended byJheboard bf education at anytime it so desires. The 

board of education will inform the occupational adj^i^ory bon^tjilttee in writing of -any 

changes approved byjbe board. Notification ^ill occur within thirty daysof th^board action. 
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STUDENTS 





BUSINESS & 
INDUSTRY 



Notificiation of Appointment 



The teacher should provide leadership to ensure 
that members, of the advisory committee are 
properly notified ot their appointment. T+ie state- 
ment of procedih;es for' organizing the advisory 
committee, approved by the board of education or 
boaVd of trustees, spells mjt the procedure to be 
followed in appointing members^ of the advisory * 
committee^. 

After the board has officially appointed the 
members and ex officio members of the- commit- 
tee, these individuals should be notified [n writing 
of their appointment. An official letter of appoint- 
ment should be sent to each mdividualrover the 
signature of a representative of the sQhool (e.g., 
chairperson of the board of education or board of 
trustees,' director or dean\Df occupational edu-.-^ 
cation, supenntendent, or principal). The teacher 
may wish to prepare a sugge^ed letter of ap- 
pointment and submit it to the school a^iministra- 



tion for ap- 
proval. 

The letter 
of appoint- 
ment wiU » 
influence 
each advi- 
sory com- 
mittee , 
member's at-r 
titude. The 
letter should 
be written in 
a profes- 
sional man- ^ 
ner and con- 
vey the message that the board views this commit- 
tee as important to the maintenance and extension 
of quahty programs of education Each advisory 




V 



comiTiHtee rrtember should be made to feel impor- 
tant and shcfuldt^e encouraged to actively partici- 
pate in the'contm^^^ functions. 

The letter -ysually identifies how the term of 
office of the n^wjy formed advisory committee will 
be determined. A paragraph describing the impor- 
tance of thfe committee^ including a plea for each 
member's active participation, may be included. V\ 



brief description of the steps to be followed in 
organizing the committee, and how the members 
will be notified of the time, place, and date of the 
first meeting should also be included.' 

A sample letter of appointment for an advisory 
cofnmittee in a secondary school system is pro- 
vided in Sample 3. • 



SAMPLE 3 



iETTER OF APPOINTMENT 

^^^T^ — - . ' 



Dear. 



Jhe Board ofEcJucation of. 



yo 



— School Di^rlct is pleased tc|if)form 

, of your appointment to the school's.^ Occupational Advisory^ 

Cominittee. We wish to thank you for your wilfingness to serve tn t^his commit- 
tee. \ . ; *" \ 

The ultlm^e objective of the Occupational Advfeory Committee 

Is to mainwircg^ the educational opportunities fpr all in the ccrrfimur 

nlty who canltep^ from the educational programs. Your actt>^e attendance and 
participation iSSi^^ be in^ludntial iniHelping to make our 

community a better.place in which to work and live, . ^ - 

'We, as board mmnber^hg are contributing oi^ efforts, find there is in- 
sufficient time to accomplismf II the tasks that are necessary in our dynamic and 
progressive school system. ThU^^ we ask you to share your valuable tlm^with us / 
to offer advice and assistance as an advisory committed membef to help etisurje . 
that high quality occupationaLeiducation is available to our community! 

Shortly, you will be notified t^y^ about the time, place, date, and 

^agenda for the first^meeting of the committee. This meeting will help you better 
understand theo'ole and function of the committee and your potential contribu- 
tions to the committee. Ydu will have an opportunity to meet other members of 
the committee, school administration, arfd the jns^ctional staff. At this first 
meeting, identification of the areas in which thVcb'rrtmittee meiy wjsh to begin * 

work will be discussed. 

-m ^ ' . /'' . 

Thank you again for your interest in your school.. ' 

Sincerely yours. /' 




[SlgnQd'by a r§pr6sentatlve of 
the boa(d of education or' 
school administration] 
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Nevyfs IViedia Release 



The appointment of the members and ex officio 
members tb the occupational advisory committee 
provides the basis for an important news release. 
The schopi administration-may wish to inform the 
communttVyabout the purposes of the advisory 
committee, and to give recognition to the newly 
appointed members. The teacher can assume 
leadership for this public relations activity by draft- 
ing a news release and submitting it to the admin- 
istration for approval and subsequent release to 
the news , \ . ^ . 

media. One 
caution: the 
advisory 
committee 
members 
Should be ^ 
notified of 
their ap- 
pointment, 
priorfto re- 
leasing the 
news article. 
They should 
not first ream 
of their ap- 

.point»pent through the he^ws media 




It is essential'that'the fiews release be prepared 
in a professional manner. The release sTTould con- 
tain the followinlg Information. 

• the name of the president of the board of 
education or the administrator announcing 
tlite appointtVient 

• the name of the school or administrative unit 
making the appointment 

• the name of the occupational advisorycom- 
mittee 

• the name of the members arxl ex officio mem-- 
bers, with their titles or profession^^positions 

• a brief description of the role o^the advisory 
committee 

Sample 4 is an example of anews^release concern- 
ing an advisory committee in a secondary school 
system. ^ 

The news media may desire to have a represen- 
tative attend one 6r more meetings of the advisory 
committee. The' teacher should check with the 
school administration to determine school policy 
regarding appli6able nght-to-know ('.'Sunshine") 
laws. 
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SAMPLE 4 



NEWS RELEASE < 



OCCUPATIdNAL ADVISORY 



COMMITTEE FORMED 

- Mr. John Jones, president of the Sigma School Board of Education, an- 
nounced the formation of an Occupational Advisory Committee.' 

Mr. Jones said, "The major objective of this advisory committfee Is to maintajn 

ana'improve the — education program in our schoof district. We wish to 

ensure that high quality educational opportunities will be available to ail mem- 
bers In the conpmunity who can benefit from education." 

The members of the : — occupational advisory committee are: [List 

names, and titles if appropriate,] , 

Thejidyisory committee will provide ttie Board of Education with- advice and 
assistarvce ontrtatters pertaining'to the'_ instructional program. 

Committee merfibers will work closely with the teacheV, 

Mr./Ms. :, to help ensure that the course offerings are relevant to the 

needs of both the students and the community. .Through the committee mem- 
*bers, all citizens of thedistrict will have an additional conimunications linl< with 
theschooir'~ 

[lnformation>uniq^e to the local situation may be included here,] 



^ Optional 

Activity M 



For further information on organizing an occupational advisory commit- 
tee, you may wish to read Burt, Industry and Vocational-Technical Educa- 
tion, pp. 35-51, which discusses the benefits and functions of the advisory 
committee: and/or The Advisory Committee and Vocational Eduction, pp.' 
5-46, which discusses the typies of committees, and the steps and proce- 
dures in organizing an advisory committee; and/or Riendeau, Advisory 
Committees for Occupational Education: A Guide to Organization' and 
Operation, which discusses the steps in organizing and oper.ating advisory 
committees. 



— Optional _ 
Activity' 



You may wish to arrange through your resource person to interview a 
V^ftitional teacher, administrator, and/or advisory committee member tcr 
dKcuss^the organizing of an occupational aclvisory committee. At this 
meeting' you could — " ^ ^ ^ 

• discuss the functions and benefits of an occupational advisory com- 
^ mittee in your OQcupational specialty or service area 

• examine and discuss written rationales and/or statements of pur- 
poses and procedures for committees with which these people are or 
have been associated 

• discyss the procedures followed in organizing the committees with 
which these people are or have been associated * 



18 



19 




Th6 following items check your comprehension of the matq^ial in the 
information sheet, Organizing an.OccufSational Advisory Committee, pp. 
6-18-^ Each of the four questions requires la short essay-type- response. 
Please respond fully, but briefly. 



StLF-CHECK 

1 4ou^are interviewing ,for 9 job as a vocational teacher at Westerfield High School. Ms. Sharp, t+ie 
■ jperintendentof schools. asksyou/'Whatareyourreasonsforwantingtoorganizeanoccupational 

atlyisory committee?" Wjiat is ydur answer? 



/ 



' Your lltBrview was as^ccess; you were hired.b'y the Westerfield Board of Education. Now, as a new 
vocatibnal teacher.'you have been given the blessings of the board and the schoohadmmistration to 
organbe an occupational advisory committee. You have, been asted to discuss your plans for 
erganiting the advisory committee with your departmeij^t^chairpersbn. How will you go about 
organising the first advisory committee in your occupational specialty or service area? 



3. Mr. Jim Fuller, your department chairperson, seriously questions the need for having a written 
statement of the purposes (charter) for the occupational advisory committee. He also doubts that^ 
th'ere is a need for a written statement of o rganizatiopal procedures. What are major points you would 

^ present to Mr. Fulter to convince him that both v^itten statemefits are needed? — 



•A 
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CUJring a meeting of the state vocational association, a teacher from Lee High School congratulated 
you for beirfg able to convince ypur board of education to allow you to organize an occupatidnaf 
advisory wmmittee. The teacher said L§e's boarcft)f education did not want any teacher to have^an 
advisory committee becpus^ the members f eej teafehers use advisory committees ds pressure jw 
to get what thej^.want. What is wrong with, this concept of an occupational advisory comrTj^Pfe' 
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Compare your written responses of\ the Self-Check with ttie Mod^l An- 
swers given below. YQQr responses need not exactly duplicate the model 
responses; h^^^vpr, you should have cov^ed the same major points. 



mi6del answers 



^ 4 



*1JAn occupational' advisory committee is. espe- 
cially important to a new teacher. The advisory j 
conrirnittee can provide you with technical as- 
sistance and service. During the f irstVear on the 
Job, the advisory cornmittee'carrhelp you be- 
^ 'come acquainted with the community and key 
business leaders. 

As a new teacher, the advisory committee will - 
b6 able to assist you in r^eviewing the need for ' 
' your occupational instructional progi^am and 
the content of the course to ensure that instruc- 
tion, is relevant, and the standards of student 
performance are acceptable. 

Once the advisory committee becomes estab- 
lished and gains experience, it will be able to 
provide servicesjto the school, community, and , - 
stvde4|it§."You may wish to give examples of the 
types of services that could be provided. 

•The 2fdvisoi7 committee will provide improved 
communications between the school and the 
corrijnunity. The board of education will be able 
to make intelligent decisions to ensur^ that 
* relevant and effective occupational instruction 
will continue to be offered, based upon infor- 
mation provided by the advisory committee. 

2. ^.ur answer should reflect the following steps 
to be followed in orgqpi^ing the occupational 
advisory committee. ' , - 

^ • The present situation needs to be asse^se^. * 
Vou'will need to know the proper chain of 
cojnmtffidtojollowwhens^ubmitting requests, 
or raiports tothe board of education. In this 
i situfitionr you already have approval to or- 
ganize an occupational advisory committee. ' 
But, you will need to determine whatad^ory 
committees now exist in the school ^;5tem' 
and the.relationships of these committee* to 
the proposed oc6upational qdvisory commit- 
tee. ^ , - ' J ' 
• Preparations need to be made to ensojfe that , 
the advisory committee will be an official arm 
of the board of education. A written rationale 
(reasons) for havi ngth e advisory com mittee, a' 
statement of purposes or charter, and *a 



3. 
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statenjent of organizational procedures will 
nee(J to be developed. 

• Official permission to^'organize the occupa-' 
.vtional advisory committee' needs to be ob- 

. tained from the board of eduction. The state- 
m.^rits prepared* as part of the previous step 
above shbuld be formally transmittec! to the 
board of education for consideration and ap- 
proval. 

• Once the board. of education authorizes the 
organfzation^of the OQCupatiunal advisory 
committee, members will be nominated ac- 
i^brding to 'the procedures outlined in the 
statemeht.of organizational procedures. 

The statement of pUrplDses "(charter) and the 
% statement of organizational procedures are 
-. needed to eliminate misunderstandings be-^ 
tw6eri the board of education and the oc6upa- 
tional advisory committee. The statement of 
^purposes establjshes the advisory committee 
as a legal arm of th§ board of education and 
defines the general framework within which the 
the advisory committee will operate. 

The statement, of organizational procedures 
outllKes tf\e set of rules governing the organiza- 
tion and operation of the ^dvisojy committee.^ 
They-are the rules that assure tfie board of edu- 
catipn that the advisbry .committee will operate 
' in accordance with the policies of the board, in 
an advisory ca^acit^; to the bo^ard. They also 
• help to^ensurte continuity in the operation of the 
advisory committee from year to year. 

4. The teacher (and boardji apparently do not un- 
derstand that a property prganizefl occupa- . 

J\\ advisory committee is not'a "teacher's" 
mittee. Of course, the advisory committee 
provide service ancL assistance to the ^ 
teacher, «Ad often adVise the teacher regarding 
the instructional program. But, the advisory 
committeejs an arm of the board of ed ucation 
and is responsibte to the board of education, 
not to the ieacher. TW9 relationship is exem- 
,-^plif ied by the fact that tnWe^cher is an ex officio 
pnembej ot the advisory committee. ^ 



LEVEL OF PERFORMANCE: You r completed Self-Chec1< should have^o^red the same major points as 
the model responses. If you missed some points or have questions about ^ny additional points you 
made, review the material in the information sheet, Organizing an Occupational Advisory Committee, 
pp. 6-18, orxheck with your resource person if necessary. ' , 
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Experilhce II 



OVERVIEW 



Given Several case studies 'mvolving typical vocationgf^^regram settings; 
assess-each situation and indicate the steps which should be' taken in 
organizing or reorganizing, an occupational advisory comtfiittee. 



NOTE: The next two' items invojve assessing rfnd planning In writing for " 
"three case'study situations. If you prefer, you may work with peers in 
discussing and planning for the case study situations. * 

^ou will be reading the Case Studies, pp. 24-26, assessing eJich specific 
Situation, and indicating the steps4o be taken in organizing or reorganiz- 
ing an advisory^committee in each^situation. 



You will be evaluating your competency in deterrrining steps to bq taken in- 
organizing or reorganiifing an advisory committee by comparing your 
completed responses with the Model Answers, pp. 27-28. ^ 
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Activity 



NOTE: The following activities involve assessing and planning in writing^ 
for*three case stDdy situations. If you prefer, you may work with peers in^ 
discussing and planning for the situations described. 

The following Case Studies involve three different, but typical, sitcrations, 
any one of whicn a teacher may face when organizing or reorganizing an 
occupational advisory committee. Eacth of the case studies is followed by 
some key questions relative to assessing and panning for that particular 
Situation. Read^each of the case studies, and then answer, in the space- 
provided, the questions which follow' it. - , ^ 



CASE STUDIES ^ . , 

Case Study 1^: ^ ^ # 

Ridgew6od High School is located in a * ' Marion Marsh'el hAs accepted. a positiort in the 

medium-slZQd city &nd offers a comprehensive vocational edtu^ation department at Ridg^ood 

program ot vocational education. Jhtere are no 'High School, and will be responsible for onejDf the 

school-sponsored advisory committees operating occupational programs In the departm^ent. Marion 

ip thff^chool system^The last advisory committee is not familiar with the community or the people in 



was disbanded three years ago ^hen a new high 
school principal was hir^. Prior to that time, sev- 
eral school-sponsored advisory committees had 
been establishjBd and were operating. The minutes 
of the board of education indicate that a number of. 
confrontations involving the advisory committee 
and the board had occurred. However, the chair- 
person of Ihe vocational education department 
encourages teacheKllo wprk closely with indi- 
vlduafbusinesspersons in the community. 



{he community^ The previous teacher has retired 
and now lives in another state. The upgrading of 
the occupational progranh has been identified by 
Marion as a priority for the first year. Marion in- 
tendST to establish an occupational advisory com- 
mittee to help evaluate the progrannf and make 
recommendations for change." 



^4 



If you were Marion, what general attitude would you expect the members of this board of education 
to possess regarding occupational advisory committees? What reaction would you expect Marion ^, 
to receive from the high school princlpaHf, uf>o(i arrival at Rldgewood High School, a>request to 
Msanize an occupational advisory comtpittee wasrnade? Based upon the response you anticipate 
Marion would receive from the hl^h school principal and the boa fd of education, what steps should. 
Marion take to establish an ocbupational advisory committee? 



\ 
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Case Study 2: ^ . ^ 

Stern CommumtybCollegels locate^ in a large 
city and offers a wide selection of occupational 
programs. Several instructors ^N^ve advisory 
comroitt^s which as'sist'with^curricufum revieVv, 
acquisition of equipment. , and placement of 
* graduates. The minutes of the board of. trustees do ^ 
not indicate the presence Qf an o^ficlal policy re- 
garding the estab^ishrnent of adviso ry cojnmittees. 
The minutes'^p indicate that the b»ard ap- 
preciates the contributions that citizens ifave' 
made through the occupational advisory commii- 
tees. 

* Lee LesleV has accepted a position a^ an instruc-^ 
tor for one occupational program at Stern Com- 



munity College. The directpr ot occupational edu- 
cation has informed' Lee that three years ago the 
former teacher bad received permission to estab- 
lish an^dvisory committee. However, Lee cannot 
find anyrgcords pertaining to the estabfishment or 
organization of the advisory committee No rec- 
ords ot who was appointed to the committee, or of 
^committee meetings, can be found. Lee has talked 
^ith' other teachers and'wiih several citizens, and 
foiind that no one really remembers wVio was on 
the advisoiy committee. Le^has attemptQd.to con-^ 
'tact the former teacheY. but has had no response. 
Lee desires to have an operating occupational ad- 
visory committee. 



genera/.i»tt/fi/cfe would you expectthe 'memb0!spfL^*s boardiSf trustees to haveretgardlng 
p^'ochupailonel advisory committee^'^lj?ie hasto^^M^k whether to reorganize an existing kcnisory J 
t^cprnmfttee.otto dissolve the comrnHte^and stSiir&neW. Which decfsfoh yvquld you recQOimepd 
Wt:0irial(erand why? Based upon lep's (iecision to VitHerreprg^nize or dissolve the ml^na ^ 



fMt^isBiyJo^ ^teps doyov thfnk Lee ^eiup^MeJo organize an advisory co^nmei 
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Case Study 3: r 

Fairtj^ld High School is a small schoo'l located in 
a rural area. The high school offers only two voca- 
tional^rograms and employs one teacher in egich 
program. The board of education has appointed 
one occupational advisory committee, and the 
minutes of the board show that the committee has 
mad6 several recorpmendcitions which were ac- 
cepted and implemented in the school. The board 
minutes indicate a second occupational advisory 
group has been working with one of the teachers 
on an informal basis. ^ 4 

^erle Mansfield has jDeen employed asthe vbca- 
tional teach^ for one occupational area at Fair- 



1ield High School. Merle ha§ learned that an infor- 
rr>al occupational advisory committee had been 
working with the previous teacher. There is a good 
record of the activities of this ad\)isory g roup, and a 
list of merpbers is on file in the teacher's office. 
While the records indicate the committee has b.een 
active, the^ninutesof the group's meetings identify 
a concern that the board of education has not 
requested recommendations from the group. 
.^Merle Mansfield is eager to maintain the existing 
advisory group, and to strengthen the linkage be- 
tween the group and the board of education. 



..^z^ y/iilBtt should mHe mfi^e^Uh? aWtuc^ to be regarding , 

X^ficcupatiofiat advisory 1$ommip^ the llnkftge^ , 

.JMSSeiiweeri thd existmg occupa^hal ad^isorfWhprhWeem 



V r 



27 



26 



•/ 




/ 



Compare your completed written responses to the Case Studies with the 
,Mt)del Answers given below ,Your responses need not exactly duplicate 
the model responses, however, you should have covered the same major 
points. 



MODEL ANSWERS ^ 

Case Study 1: 

The attitude of the members of the board of educa- 
tion toward establishing an occupational advisory 
committee would Ukeiy be negative. The board has 
had some bad experiences when it comes to work- 
ing with advisory committees. 

The high school principal would most likely say, 
"no," to any request for permission to establish 
an occupational advisory committee The record 
shows that no advisory committees have been es- 
tablished during the three years the principal has 
been at^gewood High School 

Marion s^ioLld not ask foi^ermission to organize 
an occdpatfQji^J advisoryfc^ If 
Marioi^sks^mi^ a "no," or even a polite 

but quaffed "yes-^^w^/^e," it will be difficult, if 
noJJmpossible, to estaBtish an advisory committe*e 
at Ridgewood High School because of the past 
conflicts with the board of 'education. 

If Manon wishes to organize an occupational advi- 
sory committee, the request should be postponed, 
AW is not lost, however. 4^arion should consider 
waVs4n which the attitude of the members of the 
boardpf education and principal may be changed, 
so therfe^ill be support for organizing an adVisory 
committee. 

Perhaps after Marion becomes better known in the 
school and community, and is able Jo explain to 
pepple the reasons for having an advisory commit- 
tee as well as ftow a committee would be oraanized^' 
and operated, the attitudinal barrier migh|l"be low- 
ered. One,thing Marion could do dQring the first 
year is talk, on an informal basis, with individual 
members of the board of educatron and school, 
administration to determine why they are not in 
favor of having a school-sponsored citizen's advi- 
sory co'mmittee. Marion should be careful jbout 
coming on too strong at this time. The changing of 
attitudes may take several month^or even several 
years. - ^ ^^"^ " 

Since the department chairperson encourages 
teachers to work-closely with representatives of 
business and industry on an individual basis, Mar- 
ion should be able .to obtain help from these 

ERIC 



people during the first year on an informal basis 
Marion may have to use this technique in lieu of a 
more formal advisory committee for quite some 
time. 

Case Study 2: 

The members of the board of trustees would likely 
support the esta6lishment and operation of an oc- 
cupational adyisory committee. There are advisory, 
committees / operation, helping teachers main- 
tain an^U^prove their instructional programs. 
However, Lee should anticipate that the board 
members will lack an understanding of the sug- 
gested procedures for organizing and operating 
an advisory committee. 

Lee probably should ask the college lidministra- 
tion and board for permission to dissolve any exist- 
ing advisory committee for the occupational area 
' No members of an existing committee can be iden- 
tified, and there is no indication that a committee 
did, in fact, ever meet. 

Regardless of whether the decision was to reor- 
ganize or to dissolve an existing dccupational ad- 
visory committee, Lee should follow the suggested 
procedures for organizing and operating an advi- 
sory committee. If the decision was to reorganize 
an existing committee. Lee would likely use sev- 
eral citizens, who "remembered something" about 
the existing committee, as members of an informal 
ad hocjcommittee to discuss the need foran occu- 
pational advisory committee, A representative 
' from the admini^/ation should be part of this ad 
hoc committee. 

Lee should outline the need for developing a 
statement of purposes (charter) and a statement of 
organizational procedures for board of trustees' 
approval, vto ensu/e the advisory committee will 
become .active and. will function on a continuing 
basis J^e should then assist tt4 ad hoc committee 
in carrying out t^e recomnriended steps*for cfr- 
ganizing artd operating an aoN/tsoryjjommittee, 

Should Lee decide to dissolve the existing com- 
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mitte?, it woutd be appropriate to ask the board to 
note this action in the board minutes. Then, Lee 
should follow the suggested procedures for or- 
ganizing and operating an occupational a^Jvisory 
committee. P ^ 

^ .. . ^ 

Case Study 3: 

The board of education and schpol administratioi 
can be expected to look favorably upon the 
lishment and operation of an occupationaT advi- 
sory committee. One formal sctw:)oJ;sponsored ad- 
vispry committee is functiqrfing atT^airfj^ld High 
Schooltgind the minutes (^the board orWu^tioa 



indigate there is/effective communication between 
the board and ihe committee. 

Merle should talke the necessary steps to have the 
occupajtional^^^vrsory group "chartered" as a 
ed comTDittee by^he board o1 edu- 

ures de- 
e commit- 



scho 



ponso 



catiprT. A set Df organisational 
^srtined to ensure the continuation o 



peed I 



^ tee should be Submitted to the board of^ucation 
for approval. |he existing advisory group^ould* 
be involved in developing the charter and th&i 
ganizational procedures. This formallinkage 
twe^n the borrd and committee should result in"^ 
improved communication. 



LEVEL OF PERFORMANCE: Your completed responses should hav 3 Covered the'same major points as 
the model responses. If you missed some points o/have questions about any additional points you 
nnade, review the material in the information sheet; Organizing an Occupational Advisory Committee, 
pp. 6-i8^qr check with your resource person if necessary. ' 
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Learrimg Experience III 



FINAL EXPERIENCE 




While working in an aMual school snuation^* organize an occupational 
jadvisory connmittee. ^ . 




As you fulfill yoyr teaching dtitfes, organize (or reotgailize) an occupa- 
tional adviisory committee. This will include^- . . ' 

• assessing the scfiool's past experiences with advfe% committees - 

• determining whether an advisory committee already exists for your 
occupational gfteaand.if onedoesexistrdetermifi}ngitsstatus(e.g.,is 
it operational?) * ^ ' - * ^ 

• developina a written ptarvdutlining the organizational steps you plan 
to take to Istablish a committee or to revitalize'(reorganize) an exist- 
ing commjttee * ^ . ^ . 

• sub'mittin^ this plan to your resource person for his/her review before 
^ you talie any further steps - ^ ' . ^ 

• obtaining oermlssion from the appropriate schoot^admlnistrators (a) 
to organize an occupational advisory committee, or (b) if a committee 

Valready.^sts; to determine and assess Jhe procedures followed in * 
brganfeing the committed and, ir lecessary, to reorganize the commit- 
tee tb connect any deficiencies 4> ' 

• organizing (or reorganizing) the- occupational a^lvisory cornmittee 

-NOTE^bue to the n^^re of this experience, ybii will nee8 to have access to 
an actual schools situation pyeran extended period^ of time. 

As you complete each of the above activiti^. document-your actions (in 
writing,^on tape, through a log) for assessment purposes. 



•For a definition of "actual school situation. * see the ins»de back cover 
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I ];\YOMrtbtal c(?mpf tenpy will be i$$essecl byyour resp^w^pgrsdrt, using thf . 
^ 1^^^ i^qg^qriferi^^^ sdfeplfied Jn tills assi^mint^lK^ $6ur 




comppn^n^listeci|bjj^j|fie| 
maHce 



♦ If, basetj oTi younasse^ 
ganbeed the committee, yoof- re pfpce-^ 
difrefeyou usetf lnf'^J^eniifrii^^^^^ apy 
identified deficiency) against t^^ perfpT^^npe c^^ 
the assessment form. , , \ -V^-M ^ > / 
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TEACHpR PERPORMANCE ASSESSMENT FORM 

OrgaQjz^/^ Occupational Advisory Committee (A-4) 



Directions: Indicate the level of the teacher's accomplishment by placing 

an X in the approprrate box\ind er the LEVEL OF PERFORMANCE heading. 

If, because of special circumstances, a performance component was not 

applicable, or Impossible to execute, place .an X in the N/A box. NOTE: oate 
Before completing the form, check the box(es) beside the bold-faced 



stem(s) below which most dosely describe the activities completed by the Resource person 
teacher. ^ 



LEVEL OF PERFORMANCE 



I ] In organizing an occupational advisory committee, the 

Qjeacher: 
In assessing the procedure^ follov^ed In organizing an 
existing committee, the teacher Identified any 
deficiencies by determining whether the organizer 
had: < ' . 

In reorganizing an existing comjnittee, the teacher: 

1. 'jdentifiad the chain of command in the SQhoo'l system or 
institution • 

2. determined the procedures to be followed when submit- 
ting a request to the bQa'rd of education or trustees . . . 

3. talked with schoof administrators, teachers, ajid mem- 
bers of the community to discover the history and status 

.of advisory committees in the.school or institution . <r 

4. determined what other educational advisory cpmmittees 
exist in the school, community, and state ^^ 

*5. informed the administrator (e.g., dean, principal, de- 
' partment chairperson) thaj organizing an adv^isory com- 
riittee was' being considered 

6. prepared g written statement of the rationale for having 
the advisory committee * 

7. prepared or assisted in the preparation of a writterv 
sta^ent of purposes (charter) which mpets the follow- 
ing criteria: / 

\. the statemelit is clear and concise 

\» 

b. the statement gives the name of the committee . . 

c. the^^tatement.includes assurances that the commit- 
tee will Yiot trespass on the board's domain . 
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□ □ 
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d. the statement defines the purpose and function of the i — i 4 1 — 1 1 — 1 1 — 1 
•committee I I I I I I 



8. prepared or assisted in the preparation of a statement of 
organizational procedul^e which meets the following 
.criteria: , 

a. the statement is clearly written I 

. b. thestatementdefines the rules under which members 
will be selected, the types of individuals who wilfbe 
nominated, the size of the committee, and the proce- 
dure for.appointing. and replacing members 



□ □ 



c. the statement defines the fiscal'year of the committee "^|^Q .CD CD CD 



d. the statement indicates how the comTnittee will bp 
• financed 



e. th6 statement defines how the rules of operation of 
the committee will be established :. 



f. the statennent defines the role of tfie committee in 
making public announcements 



? □ □ □ □ 

□ □ ■□ □ 



□ □ 

□ □ ■ 

□ □ 



g. the statement defines the responsibility of the com- 
mittee in making reports to the board of education or 
board of trustees : 



□ □ □□ □ □ 



h. the statement defines the process whereby the or-'^i — 1 1 — 1 1 — 1 1 — 1 1 — 1 1 — 1 
g^nizational procedures 'may be changed I I I I I I I I I I I I , 



9. obtained permission to organize the committee: 
a. submitted, through proper channels, a 'written re- 
quest to tbe school board 



□ □ □ □ 



b. attached the sjtatement^of rationale, purposes, and i-n 1 — 1 1 — 1 1 — 1 
organizational prqpedures'to the request . . . . .> I I I I I I LJ 




□ □ 



10. prepared a suggested letter of appointment and sulDpiit- 
ted it, through proper channels, to the school admmistra- , 1 — 1 1 — 1 1 — 1 
tion for approval' I — I; I I I I I I 

11. drafted a news release and submitted it, through proper 1 — 1 rn 1 — 1 1 — 1 
channels, to the administration for approval .> I I LJ I I I I 

12. made certain that the committee members were officially 

notified of their appointment prior I0 releasing the news 1 — 1 n-n 1 — I 'l — \ \ — 1 rr-i 
, article : ' LJ U U U ' LJ*' LJ ; 

LEVpL OF PERFORMANCE: AW items must receive N/A, GOOD, or EXCELLEhJT responses. If any item 
jet^ives a NONE, POOR, or FAIR response, th^ teacher and resource person should meet to determi^te 
what additional activities the teacher needs to complete in order to reach competency in the weak' 
area(sj. < • ' ^ 
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ABOUT USING THE CENTER'^ PBTE 
MODULES 



Organization 

Each module is dasi||ned to help you gam competency 
In a particular skill! area considered important to teach- 
ing success. A moqule is made up of a series of learning 
experiences, ^oma providing background information, 
some providing practice experiencesTand others com- 
bining these two functions. Con*ipleting these experi-. 
ences should enabie you to achieve the terminal objec-- 
tive in the final learning experience. The final expeVience 
ip^ach module adwiys requires you to demonstrate the 
^^skill in an actual schiol siwation when you are an intern, 
a student teacher! or an inseryice teacher. 



Procedures 

Modules are designee to allow you to individualize yotir 
teacher education program. You need to take only those 
modules'Govenng skills which you do not already pos* 
sess.' Similarly, you nedd not complete any learning ex- 
perience within a module if you already have the skiH 
needed to ♦complete »it\ Therefore, before taking any 
module, you should carefully review (1 ) the Introduction, 
(2) the Objectives listed bn p 4, (3) the Oven/iews prB- 
^ceding each Jearning experience, and ('4)^4h^Final Ex- 
perience. After comparing your present needs "and com- 
petenQies with the infornration 'you have read in these 
sections, you sho uld be ready to make one of the follow- 
ing decisions \ 

• that you do not have the competencies irydicated, 
and should complete the entire module 

f^' • that you are .competent\in one or more of the^en* 
abling objectives leading to the final learning ex- 
' %|j|l^nce, and thus can opit that (those) learning 
4V¥.^^^perience(§) 

• that you are already, competent i;i this area, and 
ready to 9omplete the fin^rjeamlng experience ip 
order to "test out" 

• that the module is inappropriate Jo^ypur needs at 
this tinrie 

When you are ready to take the fina\ learning experience 
and have' access to an actual schfool situation, make the 
necessary arrangements with yourVesource person., If 
you do not complete the final experience successfully, 
meet with your resource person and arrange (1) to re- 
peat the expenenc.^r (2) complete (dr review) previous 
sections of the rr^kjiyle or other related activities 
suggested by your i;fesoi)rce pferson before attempting to 
repeat the final experience. \ 
Options for recycling are also.^vailable\ in each of the 
learning experteoees preceding the final experience , 
Ar^ time you do not meet the nriinimum level of^perfor* 
mance required, tQ meet an Objective, you and your re-' 
source person may meet to select activities tp help you 
react! competency. This could involve (l\ Qompleting 
parts of the.modfcije previously skipped; (2) repeating 
activities. (3) reafding supplementaryyesources or com- 
pleting additioflal activities suggested by the resource 
person; (^) designing your own learning^xperience; or^ 
(5) completing feme other activity suggesteq by you or' ^ 
your resource person. 



Tegnjnplogy 

Actual School Situation . . refers to a situation* m 
which you are actually working with, and responsible 
|for, secondary or post-secondarv vocational students in 
a real school.^ An intprn, a. student teacher, or an in- 
service teacher would be functioning fn an actual school 
situation. If you do not have access to an actual schdol 
situation when you are taking^he module, you can com- 
plete the module upto the fina^ learning e:^perience You 
would then do the final learning experience later; 1 e , 
when you have access to an abtual school situation 
Alternate Activity or Feedback . r^ers to an item of ' 
feedback device which, may substitute for required 
items which, due to special circurristances, you are un- 
able to complete. . 4 
Occupational Specialty . . . refers to a Specific area of 
preparation within a vocational' service area (e.g., the 
seryice area Trade* and Jndustnal Education includes 
occupational specialties such as automobile me- 
^ chanics, welding, and electricity). 
"Optional Activity or Feedback . . refers to an item 
which IS not required, but which is designed to supple^ 
meht and enrichi the required items in a learning experi- 
ence. ^ 

Resource Person . refers to the person in charge of 
your educational program; the professor, instructor, 
administrator, supen/)sor, or cooperating/supervising/ 
classroom teacher who is guiding you in taking this 
module. ' > 

Student . . . refers to the person who is enrolled and 
receiving instruction in a secondary or post-secondary 
l» educational institution. - v 
Vocational Service Ar^a . . . refers to a mapr vocational 
field, agncultural education, tTusinerss and office educa^ ^ 
tjon, distributive«education, health occupations ^uca- ' 
tion, home economics education, industnal arts edu- 
cation, technical education, or trade and industrial edu- 
cation. 

You or the Teacher . refers to the person who is tak- 
ing-the module. 



Levels 6f Performance for Final Assessment 

N/A ... The criterion was not met because it was not 
applicable to the situation. > 
None ... No attempt was made to meet the critenon, 
although it was relevant. ' . 

Poor . . . The teacher is unable tp perform this skilnor 
has only very limited ability to perform it 
Fair . . The teacher is unable to perform this skill in an 
acceptable manner, buttias some ability to perform it 
Good . . The teacher is able to perform this skill in an 
eftectlvc^manner -Jt 
ExpellenT . . . The teacher is able to perform this skill in sf 
very effective manner. 
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Tities of the Cent 
Performance-Based Teacher Education Modules 



Cittpory A: Program Planning D«v«lopm«nt, and Evaluation 

A-1 Prepare tor a Community Survey 

A-2 Conduct a Community Survey 

A-d Report the Findings of a Communiiy Survey 

A-4 Organize an Oqcupational Advisory Committee 

A-5 , Maintain an Occupational Advisory Committee / 

A-6 Develop Program Goals and Objectives 

A-7 Conduct an Occupational Analysis 

A~S Develop a Course of Study 

A-9 Develop Long-Range Program Plans 

A-10 Conduct a Student Follow-Up Study 

A-11 Evaluate Your vocational Program 

•Calagofy-B: Inalnictk^l Planning 

B^l '4Petermine -Needs and Interests of Students 

B-2 ."^ Oayelop Studerrt^rformance Obje<|iM^ 

B-3 ' Develop a ^nit oMrtstruction , 
&-4 Develop a Lesson Plan * \ 

B^5 Select Student Instructional Materials 
B-6 Prepare Teacher-Made Instructional Materials 

C^agory C: Inatructlonal Execution 

C-^l • Direct Field Trips 

C-2 Conduct Group Discussions, Panel Discussions, and 

^ Symposiums 
C-3 Employ Brainstorming, B^zz Group;>and Question Box 

r Techniques ^ 
C-4 Direct Students in Instructing Other Students ^ 
C-5 Employ Simulation Techniques 
C-6 Guide Student Study 
C-7 Direct Student i.aboratory Expenence 
C-8 ^ Direct Students in Applying Problem-Solving Techniques 
C-9 ' Employ the Project Method 
C-10 Introduce a Lesson / 
C-11 Su>nm arize a Lesson / 
' C-12 Employ Oral Que^ioning Techniques/ 
C-13 Employ Reinforcement Techniques / 
C-14 Provide Instruction for Slower and More Capable Leamers 
C-15 Present an Illustrated Talk ^ 
C-16 Omonstrate a Manipulative Skill 
C-17 Dem<^nstrate a Concept or Principle 
C-18 Indivkiualize Instruction 
C-19 Employ the Team Teaching Approach 
C-20 Jse Subject Matter Experts to Present Information 
C-21 Prepare Bulletin Boards and Exhibits 
C-22 Prdsent Information with Models. Real Objects, and Flannel 
Boards 

Present InformaVion witft Overhead and Opaque Materials 
Present Information with Film strips arxj Slides 
Present Information with Films ^ 
Present Information vWth Audio Recorcfings 
Present Information with Televised and Videotaped Materials 
Employ Programmed Instruction 
Present Information with the Chalkboard and Flip Chart 



C-23 
C-24 
.C-25 
C-28 
C-27 
C-28 
C-29 

Ca Hgory D: tnalhictioflal Evaluation 



D-1 
D-2 
D-3 
D-4 

D-5 

^D-6 



Establish Student Performance Critena 
A&ess Student Performance: Knowledge 
Assess Student Performance. Attitudes* 
Assess Student Performance: Skills 
Determine Student Grades 
Evaluate Your Instructional Effa6tlveness 



IJ^^tivenes! 
Catagory E: inatructlonal Managamant 



E-5 Provide for Student Safety 

E-6 Provide for^m^ First Aid h4eeds of Students 

E-7 Assist Students jn Developing Self»Discipline 

E-B Organize the >A)cational Laboratory 

E-9 Manage the Vocational Laboratory 

Catagory F: Guidance^ / 

F-1 Gather Student Data Using Format Data-Collection Jechniques 
F-2 Gather Student Data Through Personal Contacts t 
F-3 Use Conferences to Help Meet Student Needs 
F-4 Provide Information on Educational andXareer Opportunities! 
F->5 Assist Stude nts in Applying for Employment or Further taucation^ 

Catagory G: School-Community Relations 

ci-l y Develop a School-Community Relations Plan for Your Vocational 

G-4 Give Presentations to Promote Your Vocationaf Program 
G-J Devetop Brochures to Promote Your Vocational ProgiTafn 
G-^ Prepare Displays to Promote Your Vocational Program 
G-d Prepare News Releases and Articles Concerning Your Vocational 

\ Program ^ * ^ ' - 

G-6 xArrange for Television and Radio Presentations Concerrring Your . 

Vocational Program 
G-7 Corjauct an Open House ' 
G-8 Work with Members oflhe Community 

0- 9 W6r1< with State and Local Educators 

<9-10^ Obtain Feedback about Your Vdcational Program 

Catagory H: Student Vocational Or^nlzation 

H-1 Develop a Personal Philosophy Concerning Student Vocational 
Organizations 

H-^ Est&ltsh a Student Vocational Organization # ^ 
H-3 Prepare Student Vocational Organization Members for 

Leadership Roles ^ - ^ 
8-4 Assist Student Vocational Organization Members in D^/eloptng 

and Financing a Yearly Program of Activities 
H-5 Supen/ise Activities of the Student^cational Organization 
H-e Guide Partk^ipation in Student VocMbnal Organizatk)n Contests 
Catagory 1: Profaaalonal Role and Davaiopmant 

1- 1 
1-2.. 
i-3 
1-4 
1-5 
1-6 
1-7 
1-8 



Keep Up-to*Date Professionally 
Serve Your Teaching Profession ^ 
Develop an Active Personal Phitosophy of Education 
Serve the School and Community 
Obtain a Suitable Teaching Positwtr- 
Provide Laboratory Experiences^r Prospective Teachers 
Plan tMe Student Teaching Expenence . 
Supe^lse Student Teachers ^ 



atagory J: CoordlnatiOf|i of Cooparatfva Education 



Establish Guidelines for Your Cooperative Vocational Program 
Maruige tl^e Attendance, Tranallirs, and Terminations of Co-C^^ 

Students » \ ' M 
Enroll Students In Your Co^ppProgram 
Segjugjraining Stations for Your Co-Op Program ^ 
PtaceCo-Op Students on the Job 
D^elop the Training^ Ability of On-theOob lnsti:uctors « 
Coordinate On*the%Job Instruction 
Evaluate Co-Op Studfenta' On-^he-Job Performance , 
Prepare for Students' Related Instruction , . 

Supervise an Employer-^mptoyee Appreciation Event 



E-1 Project Instructional Resource Needs * 

E-2 Manage Your Budgeting and Reporting Responsibilities 

E-3 Arrange for lmproyen>ent of Your Vocational Facilities 

E-4 Maintain a Filing System „ 



J-1 
J-2 

J-3 
J-4 
J-5 
J-6 
J-7 
J-8 
J-9 
J-10 

REUTED PtJBUCATIONS, 

Student Guide to Using PerfornTance-Based Teacher Education 
Materials 

Resource Person Guide to Using Performance-Based Teachet 

Education Materials . ^ 
Gukle to the Implementation of Performance-Based Teacher Education 



t 



For Information regarding svallabllKy afid price* of tlwM mataij^t contact- 

AAVIM 

American Association for Vocatfonaf instructional Materials 

120 Engineering Center a Athens, Georgia 30602 • (404) 54?r2586 ^ 



